ePASS Quick Reference Guide for County Security Delegates
Changing an Existing Worker’s Security

Sometimes an existing worker needs their security changed. They may need new access in
addition to their current access or they may have changed positions in the agency resulting in
completely different access. The following is a step-by-step guide on how to change a

current user’s security.

1. Click on “Worker’ > *Change’ or click the | 9—} button
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2. Select the worker needing the change by clicking on their name. To help filter the list, you
can select the first letter of the worker’s last name in the “Last Name’ drop down.

Cancel this request button

To cancel the request, click on the

Use the single arrow buttons: GJ ‘«5") to navigate to the next 50 records or previous 50 records.

re—
-4
Use the double arrow buttons: C/‘ @ to navigate to the beginning or end of all the records.

Danny Dane
Dane County
Queus worker Help
eWISACWIS Change Request - 214 workers found - Please select a worker to continue.
Last Name: | 4ll last names Cancel this request
) (40 (0) 69 Li(x) Rows 1 0 50 0f 214
Worker Name (ID#) Job Class
S ', S s!:uﬂw Grﬂup
Jessica Aasve (6034141) (608) 242-6258 olive Social Waorker =
_Aasve@ceo.dane wius_ Dane - NPO Dane - Ongoing - Cps & Jj Staff(e)
Rita Adair (§033902) (R0B) 273-6342 Active Social Worker
_adair@co.dane wius_ Dane - SMO Dane - Ongoing - Cps & Jj Staff(e)
Julie Ahnen (6033903) (608) 2421 .
_Ahnen@co.danewius_ Dane - NFO C I k th | Cps & Jj Supervisars(e)
Eric Alvin (6033805) (608 873-2176 I C On e
_Alin@ro.dane wius_ Dane- STO & Jj Staff(e)
b
Beth Anderson (6033907) (0B} B25-TROR k m
_anderson beth@en dane wius_ Dane - 8F0O Wor er S na e & Jj Stafi(e)
Paula Anderson (6033309) : (60B) 224-3624 e -
_Anderson.paula@eo.danewius_ Dane - SMO County Read Only - Read Only Far All Man-Milw.(e)
Mary Ashby (8268943) (608) B73-2178 Aclive Soc Srve Spec - Combined Offc
_Ashby@eo dane wius_ Dane - STQ County Read Only - Read Only For All Non-Milw.(e]
Eileen Backes (B0335812) (608) 267-8886 Active Soc Wrkr - Court Services
_Backesif@co dane wius_ Dane- CCB Dane - Ongoing 2 - Assignment Mo Intake(e]
Kristen Barge (6033914) (BOB) 261-5086 Active Social Worker
_Barge@co.dane wi.us_ Dane - SMO Dane - Ongoing - Cps & Jj Staff(e)
Johanna Barkei (8460633) oo Social Worker
_harkei@co danewius_ Dane - SMO Dane - Ongoing - Cps & Jj Stafie)
Frances Barman-Paulson (6033915) (60B) 242-6218 Aelive Collcins Spelst- Parentl Sprt
_Barman-paulsongeo dane wius_ Dane - NPO Dane - Parental Support- Iv-E Staff{e)
Sarah Barth (8508635) Active Social Worker
_harth sarah@eo. danewius_ Dane - SFO Dane- Ongoing - Cps & Jj Staff(e)
Lori Bastean (£033917) (60B) 242-6420 Actle Prograrm Analyst
_Bastean@co.danewi.us_ Dane - NFO Dane - Security Delegate 2 - Lori Bastean W/ Pep Reports(e)
Timothy Bauer (3484142) oo Kinship Care Warker
_haueriimothy@co danewius_ Dane- NPQ Dane- Kinship Clerical - Pearl(e)
Kenneth Baun (6033818) (608) 242-6288 Act Supervisor- Data Systems -
Bannen dans wi e Nana . KNPM e CninbeMananer - Raad Nnle & Winrkar Wterat M
£] Done @ Trusted sites
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4. Determine the worker’s new security requirements. First, enter an effective date.

Under the ‘Access Required’ section, if you select ‘eWReports Access Only’ radio button, this
does mean the user can only access eWReports and not any functionality of eWiSACWIS.
‘Exactly Like the existing worker’ is used when the worker should have the exact same access
as another existing worker in your county. If you select this option, you are required to choose
the worker they should be exactly like from ‘Existing Workers’ list.

‘Other Security Requirements’ is used when a worker needs a brand new security group or
should be like an existing worker, but also have more/less security. This option allows you to
select an existing worker that the worker should be like and add information regarding the
additional requirements, or just list the other requirements without selecting an existing worker.
‘Existing Worker’ has a filter, used by typing in any letters or numbers. For example, you can
search for “supervisor’ and it will filter all records where the worker, job class, or security group
contains the word ‘supervisor’. You can use the Esc or Delete keys to clear the filter. This is
only enabled when “‘Exactly Like’ or ‘Other Security Requirements’ is selected.

P & J 8 #) &) 3)
Elrdss ; 7 47 ki v > g
QueLe Warker Help
Bottom LCancel
Worker Information
Name: Rita Adair (033802) Name: Rita Adair
Email: ewuat25@dhfs. statewius Email: ewuat2a@dhfs state.wius
Work #: (60B) 273-6342 User ID: ewuat?s
Job Class: Social Worker Account=: 2003050901010240
Login ID: ewuat2s
Securi‘ryGro_up: All Purpose User Group(e) Name: Ronald Ghance (6033950)
Hacehion; Rane=cHio Email: ewuat! S@dhfs state wius
WotkErIyRe: Count, Work # (508) 243-5325
Reports Access: View Only
Security Information - -
g — Enter Effective Date or click
on the icon to open a calendar
Access Required: & No change to security at this time
LleWRegorts Access Only Selecting ‘Exactly Like’
« Exactly like the existing worke g————— TGQUITGS you to SeIeCt a
(Selection of an existing waorker is required) Worker fI’OI’T\ the
a o _nn BGE
Existing Worker’ list
" Other Security Requirements
(Selection of an existing worker is optional)
Please specify other security requirements Def'ne Other secu r|ty
requirements here. Selection of
3 H H L H
an ‘Existing worker’ is optional
Existing Worker: Worker, Job Class and Security Group
Alvin Eric Social Worker Dane - Ongoing - CPS & JJ Stafile) ~
Anderson,Paula Social Worker County Read Only - Read Only for all non-Mik. (2)
Ashby Mary g;.z SR EffeE - Canliey County Read Only - Read Only for all non-Miky. (2)
Backes, Eileen Soc Wrkr - Court Services Dane - Ongoing 2 - Assignment no Intakeie)
Barber,Steven Social Warker County Read Only - Read Only for all non-Mik. (&)
Barge Kristen Social Waorker Dane - Ongoing - CPS & JJ Staff(e)
Barman-Paulson Frances Collctns Spelst - Parentl Sprt [Dane - Parental Support - W-E Staff(e)
Bastean Lari Program Analyst Dane - Security Delegate 2 - Lori Bastean w/ PEP Reportsie)
Baun Kenneth Supervisor - Data Systems  |County Read Only - Read Only for all non-Mike. (&)
Eeck Kristine Social Worker Dane - Ongoing - CPS & JJ Stafffe)
Benner, Susan Social Worker Dane - Ongoing - CPS & JJ Staff(e)
Bergman Ronee Social Warker Dane - Ongoing - CPS & JJ Staff(e)
Eilansky Jessica Social Worker Dane - Ongoing - CPS & JJ Staff(e)
Bishop,Melva Social Serice Specialist County Read Only - Read Only for all non-Mik. (2)
Bisswm Jenn Spe k- OHE Dane - All Care - All Cars Siafle) v
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5.
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R thortzer: B3 oe Choose “Yes’ only if this user should authorize

Comment Log

Comments:

Comment:

‘Reports Access Information Authorizer’ is used if this person should be able to grant
access to reports to other users in your county, select the “Yes’ radio button for Reports
Access Authorizer.

Once you click the Save request button at the bottom of the page, the request may
be ‘fast-tracked’ if certain requirements are met, otherwise the DCFS Security Liaison will
review and process the request. If the Security Liaison requires more information, the
request will be sent back to you with comments and you will receive an email alerting you
that the request has been sent back to your queue. Once the request has been completed, an
automated message will be sent to the County Security Delegate, the worker, and their
supervisor confirming the completion.

Authoerizer: © Yes & Nog
-

who receives reports in your county

Requestl

Add
Request

Add request comments
(if any) and click ‘Save
request’ to continue.

Save request Reset | Qancel|




